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APPLICATION FOR RECORDS RETENTION SCHEDULE o O e AL Vs AND TISTORY

___ N RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Pubhmtlon No. 76—RM-1 for instructions on completing this form. Forward signed ‘orlgzri\al to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section. : ; ‘

P
2

FOR AGENCY USE 1. Agency Address - ¥ . FOR RECORDS MANAGEMENT USE
Application Date Comptroller General's Office . ' Application Number
| Enforcement Division &o 2 | \4 A
Application Number Enforcement Dep UtY' s Office Data Recaived Date Compfated J
Room 232, State Capitol o JUN 261881 | rovee
e _____lAtlanta, Georgia 30334 _ R . |V g 198t |
2. Person 1o Contact . Working Title Telephone Number
Cathy Karr Principal Secretary — 2060
=2';_h_1\(:t|cm Requested T o 7 o
a. [J Estaobnsn Retention Schedule; récord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
|__¢. ¥ Amend Application No. 80_‘:244 ‘Check One: X1 Change; O Supercede; [] Void )
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest ~ Latest '
1974 | present | Enforcement Division Investigation Files o
6. Division and Office Function What is the function of the Division and the Office in which this Tecord series is created?

The Enforcement Division is charged with the re__sponsibility of upholding the 'duties o e
of the Comptroller General's Office by promulgating all regulations, rendering S
administrative aid and by taking quasi-judicial action for the Insurance Department, '
the Industrial Loan Department, and the State Fire Marshal's Office. The Division
receives and evaluates all information from all divisions of the Insurance Department
before any order or citation is issued by the Commissioner. The Division also considers
prepares, and reviews various documents for the Commissioner's signature and for

such legal action as may be deemed necessary and administers all the requirements of
the Georgia Insurers Insolvency Pool, The Division also handles all such research
projects as are referred to it from the Insurance Commissioner or the Chief Deputy
Insurance Commissioner , as well as requests for legal assistance or interpretation
|_from other deputy insurance commissioners. e

7. Record Series Description - -This file contains the followihg documents (mc!ude form numbers and ttrles ifany): - -
T Co Attach samples of the file. ,

TR r——

Documents relating to: maintalning case files on company mvestigatmn and other Enforcement =

inquiries made to the Division by Comptroller General for disposition, including agency
receiverships

Included are: Tndividual folders for each case containing internal me mos transmitting file to
the division or other correspondence creating the file; correspondence with the company or
subject of the investigation and/or from witnesses or others from whom documentary .
evidence is being obtained. Copies of working memos; inforinal conference memos; copies
of related legal documents, working papers and supporting documents such as research
information, conference notes, etc. copies or orders issued or other correspondence
indicating resolution of the matter. '

File is a"a"‘-’_‘e" Alphabetically in file drawer and kept by chronological year.

.
8. Monthiy Reference Rate How often are records referred to which are: ) .
One to six months old 100 Seven to twelve months old 100 ; Thirteen to twenty-four months old 25 .
twenty-five ' months and older_____ 7 s
9. Annuil_ ﬁate of Accumulation of Rerords i 8 :
“Letter-size drawers .~ ; Leyal-size drawers = 2 Shelves . _______; Other (specify) —
AA50-71. Rev. 78 = — . (Over) e
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| YES | NO | 10 Questlonnarre __{Place an "X" in the proper column) R . B _ e
% . Is this the offrcral copy of the serles? - o t
11 ifnot.whereisit? . e _ S |
1x | &Pges Ige nes cBntazrngnf Rc%a'l'é’%ma“" Iboérymgesfcg halg l{'ég lgtéges, cite Ia§47c§ regulatlon N
L X [ _c: Is this a wtal record? o e wjﬁ_ o __Wj: e
)_'_1 | d. Does this series have hrstoncal or Iong term research value7 e A o
% e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
L _ documents be scheduled separatelv? I . ) .
N S f. Is the information contained in this serugs ever published?. lf vesjnagh_comgf e
f x g. Is the mformatlon contained in this series ever analyzed and/or recorded ina summarlzed report?
_If ves, attach copy. e O
% h. Is there a dupltcatlon of this series in your office, or in another offloe or agency?
S S If ves. where? _ —_— I e
L __1 i, Isthisseries ﬁaca_mamcmman Of_lt) reqularly chrofilmgd?___ e — ]
___J X Jil. Does the record series result in a comouter printout? . ]
11. Retention Requirements The following requires the series to be kept:
a. State Law 10 -years. , d. Audit period . ____,__] e -2 YOAIS,
b. Statute of limitation —_———l . _years. - e. Administrative need — 9_, s YRQTS,
¢. Federal law — 0 __years. f. Federal retention instructions .._ﬁ__-.pm,ma-years.

Attach copy or excerpt of laws or regulations, Explain administrative need. S - L

In some instances, company has two years to appeal case.
In order to maintain proper adm, records/history of companies against whom investigation
for poss1ble action or adm. action has been taken. (Ex. Order drawn on company as a result of

[ Shg mm%?af‘.%&mfg,ﬁnﬁestrﬁ.z?g%ngynacs’ﬁmgd 3% wiRieg Sode erealigngeouldnot know
y action wag
. ) D{Calendar Year; O Fiscal Year; O Other — . ... .. el .then, taken.
Hold in the current files area -~ month(s) — 2 _vyear(s);then D
O Transfer to 1ocal'hold1rig area, hold "-'.,AL,_AL_year(s) then ’ ' ' o ﬁ"
B Transfer to State Records Ceriter; hold _ L_ _____ year(s) then T ) )
& Destroy. ’ - B B ‘
3 Transfer to State Archives for permanent retention. - : - -
O Other (Specify} - ’ ‘ . . ' o - _ v

When case is closed, remove folder from adtive file and place in inactive files':
cut off inactive file at end of each celendar year; hold in current files area
two years, then transfer to State Records Center; hold B years, then destroy.

L% Date | Remrds Mana

6 1S .2 )
Recommehdations in para- o
graph 12 are approved. State dltor/Deslgnee
(If disapproved, attach letter
of explanation.) “SSeqre_tg State(?ggj_gggg .

Attorney Genera!/Desrgnee

E
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

[ .
-~ . A -

i S RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publtcatlon No. 76—RM-—1 for-instructions on completing this form. Forward signed origmal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

Attentlon Scheduling Section. ; ,

DEPARTMENT OF ARCHIVES AND HISTORY

Cathy Karr Secretary o 656~2060

FOR AGENCY USE 1. Agency Address ‘ oo FOR AECORDS MANAGEMENT USE
Apptication Date ' : ' Application Number

o - | Comptroller General's Office '.
___61"0'1 -§0 Enforcement Division_. | , 80 2_ L'\ Ll R
Application Number Enforcement Deputy's Office Date Received Date Complated

232 |

e Bopm > SIate; Sl .| MR 0219 |APR 151980
2. Person to Contact ) Working Title Telephone Number

3 Actlon Requested

a. (X Estabisn Retention Scheduie; rhcord will continue to accumulate
0 Dispose of present accumutation: no further accumulation anticipated.

The Enforcement division is charged with the responsibility of upholding the duties of the
Comptroller General's Office by promulgating all regulatiohs, rendering administrative aid

and by taking quasi~judicial action for the Ins. Depart., the Industrial Loan Dept., and the
State Fire Marshal's Ofilce. The division receives and evaluates all information from all divi
of the Ins, Dept. before any order or citation is issued by the Commissioner. The division al
considers, prepares, and reviews various documents for the Commissioner's signature and for

such legal action as may be deemed necessary and administers all the requirements of the
Ga. Insurers Insolvency Pool,

for legal assistance or interpretation from other deputy 1nsurance commissioners,

[

b

7. Record Senes Description .This file contains the following documents fmclude form numbers and titles, if anyL
O MAinY C\UAPW samples of the file. .

Documents relating tof Case files on company mvestigatlon and other Enforcement 1nqu1r1es made
to the Division by Comptroller General for disposition, including agency receiverships,

Included are:  Individual folders for each case containing internal memos transmitting file to
the division or other correspondence creating the file; correspondence with the company or
subject of the investigation and/or from witnesses or others from whom documentary
evidence is being obtained. Coples of working memos; informal conference memos; copies
of related legal documents, working papers and supporting documents such as research

information, conference notes etc. copies of orders issued or other correspondence
indicating resolution of the matter.

ERTR SIS T B

6 7 | Ty - L . : 7
File is arrangeef:i: Alphabetically in file drawer and kept by chronolqgical year.

¢. ‘0 Amend Application No. o Check One: ] Change; O Supercede; IJ Void o
4. Dates of Series 5. Records Saries Title (followed by title used in office; if different)
Earfiest Latest .

1974 | present Enforcement Division Investigation Files
6. Division and Office Function What isihe' function of the Division ,aind the Office in which this record series is created?.

ior
o

The division also handles all such research projects as are referr~

ed to it from the Ins. Commissioner or the Chief Deputy Ins, Commissioner, as well as reques ﬁs

8. Monthly Referance Rate - How often ara records referred to which are: 7 ' T
‘ <One 1o six months oid __1.99_,_...__ Seven 0 twelve months oid —— 100 ; Thirteen to twenty-four months old ___25_4_,
~ dwenty-five months and older___9. Y o . T : e
9. Annual Rate of Accumulation of Remrds . . . e ST : s B
Letter-size drawers ———— .} Legal-size drawers -8 Shelves Z oo Other (specify)
AR-$0-71; Rev. 76 E N :
} !
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10. Qt;estionneire {Ptace an "X" in the proper._ column o

a. Is this the official copy of the series? ¢« e 9y
if not, where is it? e o L

l b, Does the series contain corf:dentlal mformatlon requiring securltv handling? If yes, cite law or regulatlon A
I

."’)

Acts, 1960, pp. 289, Acts 1949, p. 1057, et seq,, Acts 1969, no. 379 . ]
. Is this a vital record?

b VS ‘ N R R
X d Does this series have hlstoncal or long term research value7 o . - e
e. When one or two documents in the file make it necessary to keep the entlre fsle for a Iong pertod could these
1 X | _documentsbescheduled separatelv?___ . ._ . e,
X ] j, Is the mformat:oncontamed in this series ever nublushed? ‘It \@;.jﬂa_qh copy , B
g Is the information contained in this series ever analyzed anq/or recorded i ina summanzed report?
L _ X M ves.attachcopy, _ e -
h. Is there a duplication of this series in your office, or in another office or agency?
1% | _tfves. where? e U . _
1 X . ls this series for ama:arpocttoaafld requlariv rmcromeed? R
1 X Does the record series. result in a computer printout? S ——
1. Retention Requirements The following requires the series to be kept
a, State Law —_ 0 vears. d. Audit period R . = YRETS,
b. Statute of limitation g __years, e. Administrative need —_—5 _.years.

¢. Federal law PN, SUSS— T £ f. Federal retention instructions 0 __ years.

- - - -, -

Attach copy or excerpt of laws or regulati&ﬁs. Ex;ﬂain 'admrinistrative need.

In some instances, company has two years to appeal case.

. - - - . . -~ -
- 1

-y -

o = e ————— e e — ——— . H e -

12. Annmved Dlsposmon tnstructlons :l'hhl-s agency recommends that the f:le series be cut otf at the end of each: - -

- L B - Ca!endar Year; [ Fiscal Year; I:I Other __ . . _,_7__then
E Hold in the current files area ~ 7ﬁmonth(s)__.f.2 — vear(s} then B - ‘ = -
O Transfer to local holdlng area, hold ___. -~ i -.year(s); then - ~ = ST
K Transfer to State Reoords Center; hotd___ éw,n,year(s) then - S ] - SR
& Destroy. - I, .- S - , . -

Q Transfer to State Archwes for permanent retentlon
[ - Qther (Specify) '

When case is closed, remove folder from active file and place in inactive files:

_cut off inactive file at end of each calendar year; hold in current files area

-2 years; then transfer to State Records Center; hold 4 years, then destroy., except ..
that Records Center will transfer all files for years endlng in 4 to the Archives

for permanent retention. ;. - P -~ - -

(@]
it

These instructions apply to all prior and future accumulations of the series.

-~

———— LT — P

A ency HeadlDe::gnes {S:gnatu e} | Date

Tt g e B

P N,

ecommendations in para-

graph 12 are approved. Stat% Auditor/Desugnee
{If disapproved, attach letter [ . T
of explanation,) Secretdry ¥ Sthte/Designee

_Attorney General/Des ignee

AR=50-71; Rev.76 ST T
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